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Creating a BL History Report (aka Allotment/Allocation/Plan) 
 
Log in to BRIO as you normally would 
Choose BUDGET Reports 

 

 
Drag the 36bl.bqy document from your CD to the above screen and drop it 
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Click on “Process” 
Enter your ID and P/W 
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Select the fiscal year(s) from which you wish to retrieve data 
Click “OK” 

 

 
 
 

 
Select the month from which you wish to collect data 
(I usually select the current month for the latest data) 
Click “OK” 
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Select the Budget Fiscal Year from which you wish to collect data 
(most of the time it will be the current FY) 
Click “OK” 

 

 
 
 
 
 

 
Select or enter the Fund Code(s) from which you wish to collect data 
(if they are listed and you wish data from them all, select “Ignore”) 
 
To highlight more than one code and they are in sequence, hold your Shift key 
down and either arrow down or use your mouse to select the ones you want; if 
they are not in sequence, hold your Control key down and highlight the ones you 
want 
 
Click “OK” or Ignore 
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Always select Division 36 
Click “OK” 

 

 
 
 
 
 
 

Enter your 4-digit location code 
Click “OK” 
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Enter the Program Code(s) from which you wish to retrieve data 
Click “OK” 
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REPORT 
 
 
Click on the Printer icon, hit enter and wait for your report to print 

 

 




